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DEPARTMENT OF JUSTICE 
INSTRUCTIONS FOR PREPARING THE BUDGET 

GENERAL 

Upon selection of the projects to be funded, DOJ will send additional 
complered prior to the finalization of the Grant Award Agreement. D 
obligated to fund such projects until the applicant submits correctly 
documents required for the Grant Award Agreement, The final 
proposal becomes the grant award agreement when signed by DOJ. 

DO1 requires the a p p l i ~  to develop a project narrative and project 
enable them to meet the requirements of the grant, ensure the successful 
implementation of tbc project and be cost effective. 'Applic~ms are thus 
prepare a realistic and prudent budga. The following information is 
in the preparation of the budget. Strict adherence to all required and 
is expected. Where the applicant does not budget for a required item. C 
rbe applicant will use its own fuads. Failure by the applicant to include 
in the budget does not exclude responsibility to comply, 

Applicants must be aware that if selected for funding, a budget will 
which will document proposed expenditures by funding source. 

Processing Grant Awards 

Grant Award Conditions 

buclgct which will 

instructed to 
provided to assist 
prohibited items 
OJ will assume 
required items 

be required 

DOJ may add one or more Grant Award 
to or after funding. If conditions are added, they will be 
and a copy will be sent to the grant recipient when the 
grant award agreement. Grant Award Conditions may 
source justification, a computer feasibility study or 
necessary by DOJ. 



Upon approval of the grant, tbe applicant will comply with the following: 

Equal Employment Oppomity 

General EEO Rules and Re eulations 

All grantees will comply with the following civil r 
nondiscrimination, equal employment opportunity, r 
accessibility an8 reasonable accommodation: The 
Employment and Housing Act (FEHA) and its 
Regulations, California Administrative code, Title 
Employment and Housing Commission; California 
Article 9.5, Sections 11 135-1 1 139.5 and its hpltme 
California Administrative cade, Title 22, Sections 98 
of the Civil Rights Act of 1964; Americans Wi 
1990 (ADA), 42 USCS, Sections 12101 et. s 
504 of the Rehabilitation Act of 1973 (29 USC 
Government Code Section 4450, et. seq. 

Drug-Free Workplace 

Senate Bill 1 120 (Chapter 1170, Statutes of 1990), which established th Drug-Free 
Workplace Act of 1990 ("the Act"), requires grantees to maintain a dru -free 
workplace, as does the federal Drug-Free Workplace A n  of 1988. By brnining this 
proposal the applicant formally notifies DOJ, as the grantinglmonitorin agency, that 
the applicant will comply with the provisions of the Act. i 
Notification of Grant Award 

A copy of the executed grant award agreement and all 
the project director. Applicants should refrain from 
until: 

1. The applicant has received written 
been selected for funding, 

2. The grant period, as hdicated on the signed notification, bas bt - 
DO1 will not disburse any funds on a grant until the grant award agre ent is my 
executed. If the conditions have been met, but a copy of the approved xecuted grant 
has not been received, it is recommended that projacts refrain fiom in hg any 
expenditures and specially from hiring staff unless other b d s  are av lablt to support 
the costs. When tht executed grant is received, authorized expenditur reports may be 
submitted for reimbursement of grant funds. 

c. i 



Grant Award Amounts 

Due to the limited amount of funds available, it may be necessary for D J to reduce 
the amount of the grant award from that requested by the applicant. t 
If during tbe term of thc grant award, the state funds appropriated 
the grant award are reduced or c l i t e d  by thc California 
event revenues are not collected at the level appropriated, 
terminate or reduce tht grant award by written notice to 
such termination or reduction shall apply to allowable 
grantee to the extent that state finds are available for 

The agreement entered into with DOI is subject to any a p p l i d e  restri 
limitations or conditions enacted by the Cdifornia kgislaturc and/or 
Government subsequent to execution of the agreement. 

In addition, DO1 reserves the right to negotiate budgetary changes with the applicant 
prior to executing the grant award. The applicant may decline to accep the amended 
or reduced grant award or the applicant may request a commensurate endmcnt or 
reduction in the scope of the project. I 
1, Match Categories 

Penal Code section 273.81(d) requires that local government recipients 
20% matching funds for every grant awarded under this program, The 
information is provided to clarify match requirements and to assist the ; 
calculation of the match. 

a. Cash Match 

shall provide 
following 
pplicant in the 

Cash match, dso known as hard match, is rev 
than state or federal funds that is budget& for 
is often derived from the local funding resources 
such as county general fund revenue, United Way 
donations or profits from fund raising events. 
the project, cash txpendicurcs far items such as pe 

. may be considered cash mat& if not in violation a 
supplanting (set Supplanting Prohibited), 



b. In-Kind Match 

In-kind match b allowed. In-kind match, also known 
refers to goods and services which are contributed to 
dollar value attached to rhm and are dso budgeted. 
contributions represent the project's non-cash outlay, 
cash outlay contributed by other public agencies and 
organizations and individuals. ~xamp~es include the 
and volunteer time. In general, the value of in-kind 
determined by fair rnarket value. 

c. State Funds Matching State or Federal Funds 

State andlor federal funds can be used in addition to other state and/or 
federal funds Q@ if all of the following conditions have em met: i 

The other fundihg source dots not prohibit this pr ctice; t 
The funds art to be used for identical activities (e 
the project); and 

The projen has obtained prior written approval fr m WJ. P 
2. Calculating Match 

20 PERCENT MATCH OF ALLOCATION 

The actual amount of the match is based on the funds 
amount of grant funds requested as the allocation in 
Multiply the allocation requested by the 20 percent 
example. when a 20% match is rquired and the 
$50,000, multiply the $50,000 by .20 = 

Grant Amount = $50,000 
Percent of Cash Match = 20%; 
Multiply $50,000 by .20 = $10,000 (mat&) 



BJTED EXPENSE ITEMS 

The following item shall not be included in the budget of the applicatio for funding. r 

DOJ grant funds cannot be used for lobbying activities. 

Fundraising 

Projects are prohibited from paying any bonus or commission to 
organization or fm. 

Lobbying 

DOI grant funds cannot be used for organizational fundraising, 
financial campaigns. endowment drives, solicitation of gifts 
similar expenses incurred solely to raise capitol or obtain 

any individual, 

4. Real Property and Improvements 

Real property, inchding land, land improvements, structures 
attachments, and strucrural improvements and alterations art 
expenditures. 

. 5. Interest 

The cost of interest payments is not an allowable expenditure. 

Food and Beverages 

The cost of food and/or beverages at grant-sponsored conferen s, meetings or 
office functions is not k allowable expenditure. t 

7. Weapons and Ammudtion 

The cost of weapons and/or ammunition of any type is not 
expenditure. 

8. Membership dues, professional Licenses, annual 

Udess it is part of a p v e m e n t d  negotiated benefits 
related to the achievement of the mission of the Spousal 



Program, andlor paid in support of personnel assigned to the 
Prosecution Program who are responsible for achievemalt of 
Prosecution Program goals, it is not an dlowabIe expenditure. 

Charges, Fees and Penalties 

Finance charges, Iate payment fees, penalties, and returned check hasges are 
not allowable expenditures. i 

10. Depreciation 

Depreciation charges me not allowable expenditures. 

11. Automobiles 

The purchase of an au~omobile is not an allowable expenditure. 

12. Indirect costs 

indirect costs are rhose not readily itemized or 
- '  but necessary to the operation of the 

allowable expenditures for Spousal Abuser Prosecution Program 

13. Administrative Overhead bsts 

General administrative overhead costs are not allowable expendi res for 
Spousal Abuser Prosecution hogram funds. I 

Prepare your proposal budget according to the Budget Category and L' e Item Detail 
(form attached). List Sine item detail as directed in the Budget Carcgo Instnrctions on 
pages 7-9. Supporting documentation for your ulculations must be k t on file md 
made available to DOJ staff during a site visit and to auditors at the tim of the 
required mual audit. Add line item categories if needed, provided th comply with 
tbe requirements and restrictions of the genera) guidelines of the Spur Abuser 
Prosecution Program, i 



BUDGET CATEGORY AND L m I T E M  DETAIL Ih'STRUCTI NS 4 
PERsONAL SERVICES - $ALARIES/EMPLOY]EE BENEFITS 

1. Salaries 

Personal services include all services performed by staff who 
employed by the applicant. ,411 other staff are to be shown as 
Operating Expenses Category supported by a memorandum o 
contract or operational agreement. Such documentation mu 
the grantee and made available for review during an DO1 si 
visit or audit. They may be salaried or hourly, full- or 
Sick leave, vacarion, holidays, overtime and shih differ 
as salaries. If agency personnel have accrued sick le 
to the approval of grant funding, they may not take 
funds. 

2. Benefits 

Employee benefits must be identified by type 
Applicants may use fixed percentages of 
benefits cannot exceed those already 
contributions or expenses for social 
plans, unemployment insurance 
items. Other benefits, such as 
negotiated as part of the 

3. Instructions 

Salaries 

.A lineitem is required for each different 

Employee ~ehefiis 

Generally, provide one level of he-item d d  unIcss 
expIanation is needed, A Sine-item is required for 
positioalcIass. 



OPERATING EXPENSES 

Allowabie Expenses *I 

The foIIowing items fall within this category: 
materials, equipment mainenmu, 
printing, ans&ing service fees 
office equipment with an 
installation and freight) 
this category. 

Travel I 
Budget for all anticipated navel 
sufficient per diem and travel 
violence training conference 
conference will be heId in 
recommended that 
alteratives. If 
total number of 
participating 

per diem rare. 

Instructions - Travel 

a) Project travel costs based on the current year 
md per diem as dictated by starc andlor local 
regulations. Attach a brief statement of 
including the assumptions and travel: 
Indicate which travel policy you are 
policy of the local government 
use the local policy. 

b) Units of government may use thti own written travel 
policy or state policy. 



c) Units of government that plan to use cars from a 
district car pool or garage may budget either the 
by the loaning agency or the state mileage rate, 
agency rate. 

d) Generally provide one level of line-item detail unless f i r th  explanation 
is needed. 

e) 'ctgd and only allowed in excepti nal 
siruations. Requests fog approval for outsf-state travd wi i be reviewed 
by DOJ if the applicm requests funding for such travel. 

, , 

Audits 

Budget for the cost of obtaining an annual financial audit. 
company, agency, or government unit you will utilize for 

Total 

Place the total amount for this category in the space provided at e bonam right 
corntr of the form. i 
Allowable Expenses 

Nonexpendnble personal equipment is tangible 
having a useful life of 
more per unit 

Equipment used solely for project activities may be budgeted if 
the implementation of the project, and will bc used during the 
Grant funds may not be used to reimburse the applicant for 
purchased. 

All equipment purchased in whole or in part with state grant fun s is the 
property of the state. However, under certain conditions, equip tnt may be: 
transferred to the grantee at the end of the grant period. Satisfa ory 
compliance with the Grant Award Agreement will be reviewed ' considering 
the transfer of equipment. 

Rented or leased equipment must be budgeted as an operating e pense. Lease 
to purchase agreements are generally not allowable. If a lease t purchase is i 



requested, the project will be required to submit justification bc11 
effectiveness, with the Grant Award Forms Pachge. prior apprc 
required. 

Computers 

A request to utilize grant funds for the purchase of computer equi 
software and related casts, including the proposed automated syst 
documents is required. 

Applicants from units of government may budget for computer ec 
software and related costs up to a maximum of 15 % of the grant r 
proposal is selected for funding, DOJ wilI evaluate the proposed 1 
the basis of grant-related need. DOJ must give prior approval to 

By submitting this request along with the signed Grant Proposal ( 
the Project Director certifies that all resources (e,g. hardware, so 
personnel and telecommunications) to be utilized for this project i 
compliance with all applicable standards, policies and procedures 
computers and automated systems as contained in the agency's 101 
operating procedures, the Grant Award Agreement and the DOJ. 
Administrators of funded projects are responsible for ensuring thi 
program adheres to all applicable state and local rules, regulation 
governing contracts and purchases and procurement of equipmen[ 
affirmative action poIicies and drug-free cenification. 

Automobiles purchases are not allowable budget items. 

Instructions - Equipment 

a) Project Total 

A line-item is required for each different of equipme1 
each specific piece of equipment (e.g . , thee laser printers should 
item, not three). 

Place the total amount for the entire budget in the space PI 
bottom right hand comer of this form. 

ling cost 
a1 by DOJ is 

ment, 
n purchase 

ipment, 
nrd. If the 
uchase on 
~rchase. 

lver Sheet, 
ware, 
e in 
eIevant to 
I policies and 

the grant 
and policies 
ncIuding 

, but not for 
e one line- 

vided at the 



b) Fund Distribution 

Place the total amount of state and/or federal funds being 
this application and place rhe total m u n t  of cash andlor in-kind 
provided by the applicant in the space provided at the bottom of 

Instructions - h-oject Total / F w d  Disuibution 

a) Ptoject total , 

Total the amount for the entire budget. 

b) If you are using funds in addition to the grant award and 
atiach a list of the fund sources and the amount of money 

E. PROJECT NARRATNE 

The project narrative is the main body of information which describes 
need for funding and the plan to address a comuniry problemlissue 
appropriate and achievable objectives and activities. Describe bow 
fulfill the objectives of the Spousal Abuser Prosecution Program as 
DO NOT ASSUME ANYTHING, Additional information may be 
grant award. Applications for consecutive grants may consist of an 
package which does not require an expansive project narrative. 

F. OTmR FUNDING SOURC 

P. C. Section 273.81 
"coordinated or 
for these 

source and the mount of money . . you expect to use from each one. 

is Prohibited 

casts. 



Attach a description of how tbe'Spousal Abuser Prosecution Program 
your local government org&atioa. Include details of how the 
Prosecution Program will interface with other units and how the 
the goals of the program as mandated by AB801. Attach an organization 
supporting your narrative. 

J. RESOLUTION FROM LOCAL G O V E m G  B O U  

Penal Section 273.42 (d) requires that the Spousal Abuser Prosecution 
coordinate with local rape victim counseling cent~s ,  spousal abuse servi~:es 

If selected for funding, a resolution fm the g o v d n g  bard or council autborizin~ 
the applicant to enter into a grant award agreement with DOJ, will be r ired for each 
grant award agreement. Applicants selected for funding will be requir to submit an 
original or a w e n t  certified copy of a resolution fiom the governing b ard or council. 
Once notified of selection, it is incumbent w the applicant to place a res I! lution request 

Program 
programs, 

and victim-witness assistance programs. Describe your efforts to acco 
objective and list the particular agencies, programs, andlor organizati 
you intend to work and the role you expect them to play in your efforts 
the mission of your Spousal Abuser Pros~cution Program. 

:o accomplish 



K. STATISTICAL REPORTING 

Each program must coIlect statistics sufficient to accurately and completel document 
grant activities on Quarterly Progress Reports, The first such report is d e by October 
3 1 of the current grant period. i 

1. The grant recipient will arrange for a fmcial  auditlfinancial related 

subsequent circulars should be considered in securing the audit. 

2. Annual audit reports must be completd snd submitted to DOJ 
after the close of the grant period. Requests for time 
must be submitted in writing to DOJ for approval, 

4. The audit must be performed in accordance with the financial audit 
audit) requirements of the GAO Standards pubIished by the United 
Accounting Ofice (revised 1988). ' 

In addition, the auditor must consider provisions contained in the Reque 
Proposal, Program GuideIints, and granr award. 

5 Organizations h i c h  are required to p r o h e  annual single audits in 
provisions of the Single Audit Act of 1984, and OMB Circulars or 
organization-wide audit may include the grant@) in their single aud 
wide audit, The grant recipient must ensyre that all of the grant fu 
the audit and the reference to the grant program is specific in the a 
For examp1e, if a grant is funded by both federal and state funds, ihc 
include the revenues and expenditures for both funding sources in 
State portion of the grant m o t  be excluded when preparing the fin 



6. Revenues and expcndiwes for each grant must be shown separately in the udjt by 
supplemental information. Expcndirurer must be reponed by expenditure tegorics 
(i.e., personal services - salaries, personal services - benefits, travel, consu tant 
services, operating expenses, and equipment). Each grant must be identifi by name 
and grant award number. i 
If the organization secures a single audit or an organization-wide audit and 
expenditures are reponed in total and not by expenditure categories, 
the audited expenditure categories. claimed categories, and the 
must be disclosed in the audit report for each grant. 

9. The grant recipient must ensure that the entire grant period is audited. U e single 
audit or organization-wide audit does not include rhe entire grant period, en the grant 
recipient is required to secure an audit covering the remaining grant perio . The 
remaining grant period may be included in the organization's subsequent ingle audit or 
organization-wide audit. If by including the remaining grant period h a s bscquent 
audit, the audit will not be completed and submitted to DOJ within six m ths after the 
close of the grant period, the project must submit a request for time exten ion (as 
indicated in number 2 above). i 

7. The audit repon must identify the 20% match requirement (cash or ininkind\. 
repon must identify the revenues and expenditures made to meet the match 
in the financial schedules or notes to the finaocial statements. . 

8. Project income generated through or as a result of the DOJ grant funded p 
be reported. Expenditures made from project income must be show in th: 
schedule. This should be reponed as a separate line in $he financial schedule 
be combined with DOJ grant payments received and DOI grant expenditures. 

10. DOJ or its authorized representatives must have access to aII audit 
working papers, correspondence, or other documents relared to 
grand award. 

The 
requirement 

moject must 
fmmcial 
and not 

1 1. Audit repons submitted by state and local govcmmcnt auditors 
independent CPA firms are raadomly sclectcd for a quality control revic 
CPA/Auditor's working papers, Tbe CPAlAuditor will be notified wh 

12. DOJ reserves the right to perform audits or reviews of any giant award any time. 7 
13, Sample audit repam will be provided by DOT upon r q u s t  of the proj or the 

CPAIAuditor. 7 



14. If the project does not comply with the audit requirements, grant award r 
be placed on the program, bcluding restrictions on invoice reimburseme 
Subsequent grant awards may be terminated, 

nditions may 
s from DOJ. 
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